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6. Division and Office Function What is the function of the Division and the Officgi—rf\;ﬁigﬁhis r_'écord-s-e‘rieé 'i?(:reate'd.?d -

Fiscal Division _

Central Cashier The Fiscal Division is responsible for accounting for funds,
receiving and disbursing funds and budgeting for funds. The
division is further responsible for the procurement of supplies
and equipment, their issuance and maintenance. The division is
further responsible for planning and providing support to these
operations including procedures writing, forms design, records
management, and reproduction services.
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7. Record Seiiés Descfir;tion - This file contains the followmg documents (mclude form numbers and titles, If any}
Revenue Collection Attach samples of the file.
Documents relatmg to: ... - .- S o - 7
Reévenue Collections by the Department of Public Safety. Includes only Collections Submittal
DPS- 704 (8/82) File arranged - chronological.

fnciuded &

File is arranged: C-\‘\’(“ & '»M;\bo\\ c_o\__\\\;\ ' - !

Lot '

' OFFICE OF THE SECRETARY OF STATE
APPLICATION FOR RECORDS RETENTION SCHEDULE | 2 5Gh 08 1oz SeRETARY OF STATE.
/ RECORDS MANAGEMENT DIVISION
INSTRUCTIONS: See Publication No 76—RM—1 for instructions on completmg this form. Forward.signed ongrnal to
¢ Department of Archives and History, Records Management Division, 330 Caputot Avenueﬂ Atlanta, Georgla 30334,
Attention: Scheduling Section. : ' ‘ .
FOR AGENCY USE - 1. Agency Address . ' FOR RECORDS MANAGEMENT USE )
Application Date : ' Georgia Department of Publlc Safety | Application Number .
Central Cashier, Fiscal Division 7_3 - 488 - .R
Apb-lication Nun':\Per 959 East Confederate Avenue,-SE . Date Received  Date Compieted
7345 Atlanta, GA 30316 NOV 0 2 1984 I ,
= o= ad s iy e = Sl ot v g JAM‘&z—,mE:
2. Person to Contact Workmg Title Telephone Number
. Harziette Clower _.__ Office Supervisor 656-5898
3. Action Requested o
a. (1 Establish Retention Schedule; rgcord will continue to accumuiate, ' -
b. [ Dispose of present accumulation; no further accumulation anticipated.
c. Kl Amend Application No. — 73488 ____ Check One: XX Change; [ Supercede; T Void ]
4. Dates of Series 5. Records Series Title (followed by title used in office, if different)
Earliest Latest b
$\\ C},q I @m Revenue Collection File

8. Monthly Reference Rate m " How often are records referred to which are:
‘Dne to six months old _s—.1X__ . _ ; Seven to twelve months old ._._ 1 . ._,; Thirteen to twenty-four monthsold - 1. __.;
twenty-five months and older < 1o 2 | '- o '
9. Annual Rate of Accumulation of Records -
Letter-size drawers 14 _; Legal-size"drawers . _;Shelves - _.;Other {spe;:ffy)

AR—50-71; Rev.76 'y  _.. . = - - - . “{Over)
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YES

10. Questionnaire  (Place an **X'* in the proper column} ' PRI

z
10

a. is this the official copy of the series?
X -_If not, where is it? N

b. Does the series contain cof'\f idential information requiring security handling? 1f yes, cite law or fegulation. |
. g

i k]

X .
X c. Is this a vital record? ' o ¢
X d. Does this series have hus‘toncal or long term research value? ' :

e. When one or two documents in the file make it necessary to keep the entire file for a Iong period, could these
documents_be scheduled separately? )

X
3 r__&__ f. lsthe.i gfgrmang_cor_ugmgd in this serueg eve_p_ub_ln;_ed’ lf ves, an{ ach & pr_
d. Is the’ mformatron contained in this series ever analvzed and/or recorded ina summanzed report?

X M ves, attach copy., L o
) h Is there a duplication of this series in your office, or in another office or agericy7
X If yes. where? e ‘ .

X | s this series for a major portion of it) r remmﬁMLed7 . .

1 X1 | Doesthe record serjes result in'a compute: printosit? -

11. Retention Requirements The following requires the series to be kept: 3 YEARS

a. State Law years. d. Audit period — 3. - Years,
—- &, Statute of limitation o T Cyears. © 7 e. Administrative need —3 years,
c. Federal law years. . Federal retention instructions . years,
Attach copy or excert of laws or regulations. Exp'ain administrative heed.
To verify any cash collections.
12. Approved"Diéposiiio'n Instructions - - This agerrc, r-ecommmds that the flié serres be cut off at the end of each: N .

" O Cafender Yea: ;K ?'rscal Vear [m; Other . then,

0 Hold in the current files area ;;-_';_'mo'nxﬁr'sf
O Transfer to local holding area; hold - __iyéar(s); then

O Transfer to State Records Center: hold ... -;__;&yearls), ther:
[0 Destroy.

O Transfer to State Archives for permanent retention.

B Other (Specify) ' L
Central Cashier Copy: Cut off each fiscal year; hold in current files area 1 year or

unt11 state audit has been completed, whichever is sooner; transfer to records center,‘

hold 3 years;then destroy.
Office of Orlgﬂnal Transaction: Cut off each FY hold in CFA 1 year or untll audlt is

- ye?r(s! then -~ -

-

.- “completed, whichever is later; then destroy IR IR

These instructions apply to all prior and future accumulations of the series.

 Agency Head/Designee i{Sign,ature} 1 Date s Manag_ement Officer (Srgnarure) : Date

N\ : . i |30 Octoben 'gi

Recommendations in para- , - ' < R ! 7
graprlr 12 are approved. State Auditor/Designee W R l l—IQI "{

?f\L

(If disapproved, attach letter '
of explanation, ) Secretary of State/Designee %leﬂ( W L Sl "/’ 3/’9'

AR—50—71; Rav. 76 (R .

Attorney General/Designee . / % / - L >y
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front and reverse of this

e ..
2 Agency Application Mo.
.

Records Mamagement office

form,

"

Sign original and two copies

Jj!d Jorwvard to Department of Archives and History, Attention:
i

I

o 5?;16. 7 i . ) OPFICE OF SECRETARY OF STATS pacE
F e oF A pp'l 18 tion for DEPANTMENT OF ARCEIVES & NISTORY ! )
MMUA RECORDS DISPOSITIQN STANDARD RECORDS MANAGENERT DIVIAION
F_i-‘ﬂpplit-tlan Pate Iﬁflﬁgﬁlgiiéi Se¢ separate inptructions for sompletion of B FOR RECORDS MANAGEMENT DIVISION USE

'
Date Received ApplicationiNe. Date Completed

s 13 873 7

3 heracy, Divieion, Subdivision & Adwinistering Office Addres

Georgia Department of Public Safety
Staff Services
Treasurers Office

13-4/ s 27 W13

Harriette Clower

.\lorl‘ln. Tivle .

16 EosY
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e

e

. E

t
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[7.ACTION REQUESTED

ESTABLISH DISPOSITION STANDARD;

E] DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTINUE TO ACCUMULATE.

NO FURTHER ACCUMULATION ANTICIPATED.

P TSI T ST

=Y

8 .Earliest & Latest
Dates of Series

73

What is the function of the office in which this record series is created?

9. Exadt Series Title
Revenue Collection File

1 0.

~ and disepgagement of personnel and maintenance of personnel records. The division is further -
responsible for accounting for funds, receiving and disbursing funds and budgeting for funds.
The division is further responsible for the procurement of supplies and equipment, their
issuance and maintenance. The division is further responsible for planning ahd providing -
support to these operations including procedures writing, forms design, records management
and reproduction services, and is responsible for the enforcement of an Act to Regulate the
Sale of Firearms of less than fifteen (15) inches in length House Bill 622 (AM.).

hl. This file-contains therfollowingfdocumentsj(inéiudeiform numbers and titles, if any,
and file arrangement). ' :

Documents relate to Revenue Collections by the Department.
Includes only Collections Submittal DPS-704-5/73

File arranged -~ Chronological

ATTACH SAMPLES OF THE FILE

A—

1__.———:1

The Staff Services Division is responsible for personmnel administration including recruitment . |

EQUIPMEINT NCCUPIED - No. of Dravers

Cu. Ft. of Records '

‘l+t::__
L}'Q
. Letter-ulze File Dravers

1/4

.38

ARNUAL NATE OF ACCUKULATION

=

R

_ Legal-size File Drawers

Fioor Space Occupled (sguars Peer)

1n Oofricela) In Storage Area(s)

-

his Last Precedingfall prier
Year's Year's Tedr's Yeara'
AVEKAGE DAILY REFERENCES 5_10 3-4
f " SRS IR SN N

Form: aR-50-%1 AN
[ .
pa

Fo. of Dravers Cu. Pt. of Rgﬁords
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QUESTIONNAIRE Place an "x" in the proper column. If answer iw “"YES,” please explaln o Y‘ES““‘\"NOL?N
13. Is this the Record Cop% of the series? Record copy designated as Treasury Office [X] [ ] E
coépy.
14, Is t dupllcatlon of this series in another office or agency9 Office 6f o Ix] [ ]
s orl glna rageact on.‘ . . e
‘I
Vs thedigfordazlon contained in th1s series ever summarized or publlshed9 [X] [ ]
Attach copy of summary or publication. {g asse Etingcrecgrdﬁozsannual reports also
16. Does the series contaln classified information requlrgng secur{ty handling? [ 1 [X]
17. Does the series initiate, amend or terminate agency policies and procedureé? -1 [X]
18. Could the function be performed if the files were lost or destroyed? (X3 3
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? [ 1 [%]
20. Does the recorad series.provide data as input to an EDP file? Fiscal Infos (X} [ ]
21. Does the record series contain documentation produced as EDP printout? [(X] [ ]
. Revenue's Report.
22. Has the Federal Government issued instructions govern;ng the retentlon/dlspo- I ¥

- sition of these files? ~ -

23, Will there be a need for these records 10, 15 years from now‘7 If yes, what9 ' i1 1%
2k, REQUIREMENTS The fbllGWIHg requlres ‘the flles to be kept 2 ' years:
a.[]STATE []STATUTE OF c.[XJAUDIT_ d.[]FEDERAL €. PQADMINISTRATIVE . [ JHISTORICAL
LAW I LIMITATION - =~ PERIOD =~ = LAW " DECISION ' VALUE

(Cite Law, Statute, or other reason for the retention requirement)

Series supports fiscal function therefore is needed to clear audit in Treasurer's Office.

L

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end <
of each -[)JCALENDAR YEAR -[XFISCAL YEAR -[]OTHER -~ ,then:

] Hold in the current files area : month(s)/ year(s):
} Transfer to [ ] State Records Center [ ] Local Holdlng Area; hold year(s)
] Destroy.

[ ] Transfer to State Archives for permanent retentlon.

[ ] Destroy immediately after cut-off.

[X] Other: (Specify) .

Treasurer's Office Copy:

Cut off each fiscal year; hold in current files area 1 year or until state audit has been
completed, whichever is later transfer to records center, hold 1 year; then destroy.
Office of Original Transac¢tion: Cut off each FY; hold in CFA 1 yr. or until audit is completedl
whichever is later; then destroy.

(Indicate briefly rationale for recomendatjzybove/or write additional remarks):

(yf/Concur ( ) Nonconcur S A -
| T : - - —  Treacurer's- Signature ./
Be!gj;ds‘ M. gé%n\ ficer (Signature)lT Pate -

" _ % - 18-18-13 OTHER KEQUIRED SIGNATURES : DATE hJ

Uy N AW AADAN, . . .
26. Recommendations |[Agency Head/Designee - :
in paragraph 258 Approved Disapproved , - P-lane
_ ate-Auartor/Designee : ! - S

are:
Apprpved Disapproved "V e W A ) 2 - _23 |
STATE RECORﬁ -, §Secpet) ﬂ‘ of State/Deszgnee iy y / e A
v AN §-16-73

COMMITTEE ‘P SAgproved [ ] Disapproved] (“4x ,
| 1] Approved Disapproved '/ lﬁ DA §-2f Zjﬁ
= g ) — - - [ -

" RAtforney General/Designee

1~



